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1. Requesting Agency .
DEPARTMENT OP LABOR AND INDUSTRY

2. Divisio: ing Agenoy

3. Authorization Requested (Check only one of the squares below).

B
Dispose of present
accumulation. No

additional accumulation
is anticipated. Records
have ceased to have
value to warrant reten-
tion. .

Establish retention sche-
dule for records for which

there is a continuing accumu-
lation. The records will cease
to have value to warrant their
retention after the period of
time indicated.

Microfilm and destroy
originals. Originals

if not microfilmed would
be retained for the period
of time indicated.

Item
No.

$% Description of. Records
^escribe records accurately. Include t i t l e , form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear /etrt)^jmd^h£W^rp£gm^ndcd retention period. . •or linear feet) , and show
MINOR'S EHPlflBSKT CERTIFI

6U Recommendation
of Hall of Re-
cords and Board
of Public Works.

•••N«

Minorca employment certificates, form CD (5t" x 7-3/V) are
required of all children between the ages lli-18 before they
can be employed. The form is prepared in duplicate. The ̂ ^
original (white) goes to the employer, the duplicate (yellovsT
is retained in the file of the Department. The employer is
required to return the copy of the certificate to the Depart-
ment when the minor leaves his employ. Upon return of the
original, the yellow duplicate is removed from the file and
destroyed and the original (white) is inserted in it3 place.
Change ef employment requires a new certificate, hence there
may be several forms for an individual minor. Certificates
for each minor are retained in an open-end manila envelope.
The envelopes, which, are 6" x 8", indicate the name of the
minor, address, birthdate and the date of each certificate
issued. The file is maintained in two categories. The
first contains certificates for minors under 18 years of age.
These are filed alphabetically by name of minor. The second
contains the certificates of individuals who have reached the
age of 18, - The certificates in the second category are
filed by year and then alphabetically by name of minor.
Certificates are shifted annually from the tinder 18 years of
age file to the over 18 years of age file in accordance with
the birthdate indicated on the envelope. Certificates indi-
cating the minor has attained the age of 18 are issued on the
basis of information contained in the over 18 years of age
file, (Article 100, Sec* 2U, Para, h, of Annotated Code of
Maryland required that minor's employment certificates be

°M^>-

f. Agency, Division or Bureau Representative
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Signature / I y Title Date

Schedule- Authorized as Indicated in
Col. 6 by Hc'-'ll of Records Commission
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Col, 6 by Board of Fublic Works.
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5. Description of Records
Describe records accurately. Include, title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.'
-retained l»y the Department fur U y\s,~
the file is located on the first floor of the Department*8
office, 12 East l&lberry Street, and occupies 7Q double 6" x
8" drawers, -divided equally between the two &j*e groups for th<
period 19li§ to date ($Q cubic feet). Annual rat© of accumula*
tion is 12 cubic feet* :
.•RECOJSSMDA.tlOSi' Eetain for h years after the date of issue
and then destroy. ....

mffLOYHUS APPLICATION FOR tgNOR'S E^PLOYMMT CKlTtFICATE
Fora GL-<50, C^» ? 8B)« This fora iraist be submitted by the en
ployer before the Department iri.ll issue a trork certificate to
a rsinori It shows the type of business, hours, "v̂ ages a nd
duties of the toinor and, therefore, indicates whether or not
the entployment is legal for minors* The applications are
filed by year and alphabetically therein, and are retained in
the office for about a month after which they are boxed and
sent to the third floor storeroom \tiere they occupy $ cubic
feet, 19k9 to date, the approximate rate of accumulation ia
1 cubic foot per year*
RECOM&EHBATIONI Retain for h years after date of issue and
then destroy.

6. Recommendation
of Hall of Re-
cords and Board .
of Public Works..
&

MINOR'S CERTIFICATE * SPECIAL CLASSES
Certain types of employment for minors of all ages are certi-
fied in special classes. These include*

Appearances as models (Minors under lit years of
age can be certified.)

Apprenticeship agreements ...•••
Distributive Education

The latter is a work*study program of the Department of Edu*
cation. The statute, Article 100, Section 2l, Para* h, 1°£L
Annotated Code of Maryland, requiring h years retention after
date of issue is applicable to these certificates* Material
ia filed according to type of certificate and alphabetically
therein* It occupies one letter»size drawer (1^ cubic feet)
for the period 1950 to date* Accumulation rate is a few
linear inches per year*
RBCOSSSSTDATIONt Retain for U years after date of issue and
then destroy*

NSSfSBOT PERMIT FILE
This file consists of an unnuabered form (5B x 8")* Boys of
the ages 12 and 13 are permitted to work as newsboys* Laws
(Article 100, Section 26 and 27,1951 Code) governing newsboys
are applicable only in cities having a population of 20,000
or more* Hence, only Baltiaore City, Ous&erland and Hagers-
town are covered by this authority* The statute requiring
the Department to retain employment certificates for U years

a^tr-1^:
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5. Description of Records
Describe records accurately. Include title, form number, '•' '
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.
after Issue is also applicable to newsboy certificates* If
upon reaching the proper age, a newsboy enters soae other
eaployfesrit his certificate lo raaoved fro** this file to the
«inor*s feploysraat Certificate File (Ites 1)# The Eetfaboy
File occupied fiva anwtir* (£« a: 8*)# It is filed by city
and age and then alphabetically by nasas of neuoboy tfithlA
each age group* The reooasnendatica for this ltea applies
only to thotse certificates which have not been removed to the
Minor's Employment Certificate Fil«# • - ;
REC0M>13m\TICKi Retain for h years after date of issue and
then destroy* .

6OHRESFpsraBC£ •«• tHPtanjgBT XMSFBCTlOa PIVISIOK . . '"' '
Consists priiaarily of letter© of inquiry concerniRg l^wa
governing children^ "erorking hoTjra# conditions and *ges» Also
contains corro9pondenc© t?ith eraployers tfco ̂ re «»B5>loyii3ig
children illegally, explaining the infractions and suggesting
means of rectS-fying the situation. Filed alphabetically by
name of respondent^ the file occupies 2 drawers (3 <mbio feet)
19J>1 to date, Acciussilation rat© is les$ than X drawer (ap-
proximately 1 cubic foot) jwsT y&stt
RW50m85inhlI0tt Setsln i ye.ars aftoy creation cor receipt and
then de3troy#

AcciiaaiT[agpQBja v^wm,,iKrms . .
"in accident "cai^r'involving .miners, the State In^istrlal Ac*-
oident Got^siseioa forwards a oopy of their report to ti*«
DepartseiTt of labor and Indnstry# The report ia used by the
OopartsH&nt for contacting parents |o explain tha lssra «sd
Results of such accidents. The SFate Industrial Accident
CoEseission retains paraanently the'cos^lcto case history of
all accidents to *rhich thes^ reports pertain, the accident
reports occupy 1 drearer (l| ettbie feet), 19U9 to de.t«u Ac-
cusalation rate ia e few linear inches per year.
RECQWKI&TIQKt Hetain 3 years after receipt and then des-
troy*

^ ^ t " :

6« Recomnendation
of Hall of Re-
cords and Board
of Tublic V/orks.
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